
 
Select Application 

BUILDING PERMITS ONLINE GUIDE 

At the opening page choose the Select Application icon at the top left of the screen. Enter your Application 
Number which was given to you at the time you submitted your application. Use the year, then the 
application number.   If your Building Permit has been issued you can find the Application Number at the 
top of your Building Permit listed as the Application Number. You can also search by Address, Parcel 
Number or Name. Click Continue. 

 

 



Status Detail 
The Status Detail page will show you information related to your permit such as the Parcel ID, Address, 
Application Status and General Contractor. 

 

 



Application Fees 
To pay any application or permit fees, click on Application Fees. Choose the check box under the Pay 
column on the fees. Click on Pay Now. 

 

 
Click Continue under payment method as the City of Greenville only accepts American Express, VISA, 
MasterCard and Discover credit cards as payment methods. 
Enter all of you credit card information and click Continue. 
Review all of your information and fees you wish to pay and click Continue. 
A copy of your receipt will be generated. Please print off a copy for your records. 

  



Print Permits 
At the toolbar on the left select Print Permit. 
Select the Adobe PDF icon in the Print column of the permit you want to print. 

 
 
After the document opens, print using your default PDF viewer.



Permit Status 
At the toolbar on the left select Permit Status. 
The Permit Status page will show you the status of your Permit Application. 

 

 
 

You can click on the Str / Seq / Permit portion of the table at the bottom of the page to view more detailed 
information related to your permit and link to your projects related inspections. 
 
If subcontractors are listed on your permit they would be listed in the Subcontractor(s) section of this screen. 

  



 
Inspection Status 

Select the Permit you want to view inspections for by selecting the link under Str / Seq / Permit. 
 
 

 
You can view the individual inspection result comments (if applicable) by choosing the individual 
Inspection Type you want to view. 

 
You will not be able to access any information relating to inspections until your building permit 
has been issued. 



Plan Tracking Status 
You can track the status of your plan review. (See table on web page 
below.) Agency Description: The department(s) that are reviewing your plans. 
Key Dates: 
In: The date your plans were submitted to the department 
Est. Comp: The Estimated Completion Date for the department to finish their review. 
Action Summary: 
Last: The actual date the department finished their 
review. Type: REV – the department completed their review 
By: Initials of the person by whom the action was performed. 

 

 
 
If there is no information in the Action Summary columns, that agency has not completed their review yet. 



Application Inspections 
Select Application inspections at the left toolbar and it will show you the following information: 

 

Application Inspections 
 

Permit Description - The type of permit. 
Inspection Type - The type of Inspection. 
Scheduled Date - The date the inspection is or was scheduled for. 
Status - The result of the inspection. 
Result Date - The date the inspection was resulted. 
Min. Max - The order in which the inspections can be scheduled.  For example: All the inspections 
that have a Min. /Max. Of 10 / 0 must be performed and approved before the 20 / 0 inspections can be 
performed. 

 

 



Schedule Inspection 
Select the Schedule/Cancel Inspections at the toolbar on left. 

 

 
 

Select Schedule under the Schedule/Cancel Inspection column for the Permit you want. 
 

You will be asked to enter your Permit Pin number located on your Permit, the brochure given to you 
when you pick up your permits and in any of the inspection email notifications. 



Select the Inspection to Schedule. 

Select the date you want to schedule the inspection for. 

Please note that inspections cannot be scheduled for a specific time of day. 

If you need assistance or have questions about scheduling inspections please call the building 
department at 864-467-4550 between the hours of 8:00-4:30 Monday through Friday. 

Enter your name and phone number in the Comments for the Inspector box. You can also include any 
comments relating to the inspection such as AM or PM preference.



 

 

Select Schedule Inspection. 
In the Confirmation screen you can click Finish to return to the Home page or Schedule Another Inspection. 



Cancel an Inspection 
Select the Schedule/Cancel Inspections at the toolbar located on the left. 

 

 
Enter your Application Number. Use year then application number. You can also search by Address, 
Parcel Number and Name. Select Continue. 



Select Cancel in the Schedule/Cancel Inspection column for the Permit you want. 

 

You will be asked to enter your Permit Pin number located on your Permit, the brochure given to you 
when you pick up your permits and in any of the inspection email notifications. 

 
Click the box in the Cancel column next to the inspection(s) you want to cancel. Click Cancel Inspection. 
In pop-up confirmation box, click Ok to confirm the cancellation 
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